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1. Lack of dimensions in a file server 

A traditional file server uses a folder hierarchy and uses one dimension for finding documents. Someone 

designs the folder hierarchy for the organization’s, and think it is the most logical structure for the 

documents. The problem is this is rarely quite logical. 

A multidimensional structure makes it possible to store, search and filter documents, not just in one 

dimension – but also in several dimensions. Dimensions that are important for your organization. 

The search engine in SharePoint is great, but the findability increases by adding adequate metadata 

about the documents. Metadata, tags and virtual folders may help identifying and finding documents. 

What is metadata: Tags, information fields, metatags - words that you use when tagging documents and 

store documents in a document management system. 

2. Example of the metadata tagging 

Let us explain with the following example. In this example, we have applied the following tags in Office 

365: “Country”, “Document type” and “Keyword”. The documents are stored in Office 365, which in this 

example is represented by the white cube. The tags are used in Office 365 for filtering or by searching. 
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I am looking for a vacation policy for my French coworkers. I can start by clicking on either of the 

tags in any combination. I choose to start by clicking on the country tag and choose “France”. After 

that, I click on document type “Policies” and after that – keyword “Vacation”. 

The result is: 

1. First filtering: Country “France” – show all documents related to the tag “France” 

2. Second filtering: Document type “Policies”. Narrows down the number of documents displayed 

and shows only documents related to both “France” and “Policies”. 

3. Third filtering: Keyword “Vacation” narrows down even more and shows only the documents 

related to “France”, “Policies” and “Vacation” simultaneously. 

 

In this example, there are only three dimensions, but you can of course apply as many tags and 

dimensions you may need to find a document. This is accomplished by tagging the document when you 

either create or upload the document to Office 365. If you use MetaShare, it will help you by auto-

tagging the document for you. 

3. The result 

When your import documents to Office 365, they will be tagged with metadata and you will get control 

of your documents in a new way.  
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The benefits: 

• Filtering: Easier filtering through a metadata navigation.  

• Free text search: The search experience in Office 365 is enhanced. The search engine will search 

for words in a document, but when the documents are tagged with metadata, the search engine 

will include tags and the search result will be better. 

• Search refinements: You can configure the search to be refined with metadata by adding this in 

Office 365. 

• Deletion and archiving: Having metadata will also help you either to delete certain documents or 

archiving them based on rules combined with specific metadata. 

• Workflows: You can apply different workflows with Microsoft Flow based on metadata. 

4. How to start applying metadata to your organization  

First, metadata should be applied to all document libraries in Office 365/SharePoint that are important to 

your organization. You have the possibility to add metadata locally in a document library in SharePoint, 

but we recommend to instead using SharePoint global term store catalog for your metadata.  

4.1. Start simple when adding metadata 

If you are satisfied with your existing structure on the file server, you can reuse the structure in 

MetaShare.  

Remember that the structure on a file server is just one-dimensional, you need to add several 

dimensions to get full advantage. 

The aim is to add relevant metadata, to make sure your colleagues will find documents easily from their 

perspective.  

Our suggestion is that you start adding a few metadata initially. You can always modify and add 

metadata later. However, if you already have set you metadata for your organization you can add this 

directly. 

Decisions to make: 
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• Determine metadata and metadata values and enter it in MetaShare. By doing this, users will not 

be able to change metadata directly in the system 

• Let the user enter the metadata by them self, and build the structure based on your users. (This 

choice is an easy way to start, but you need to maintain and change the entered metadata for 

duplicates, miss spellings etc.) 

• Should the metadata be either mandatory or optional? If you choose mandatory, the user cannot 

save the documents without specifying metadata value. MetaShare will help the user to tag this 

automatically. 

The metadata fields that are system generated in MetaShare are: 

• File Type: For example, Word, PowerPoint, Excel, etc. 

• Modified: i.e. when changed, last 7 days, last 30 days, last 365 days 

• Modified by: By me, by specific user 

When it comes to metadata that will replace or complement the structure from the file server, we 

suggest that you initially add at least one, we suggest that you add the metadata fields:  Document Type, 

and later add even more fields (see chapter 4.1.3.). 

4.1.1. Document Type 

Document Type is the major metadata field that you can apply on you structure. It tells you what type of 

document you are working with, such as an agreement, protocol, instruction, checklist, manual, etc. This 

metadata field should be mandatory in MetaShare, and the user can only select one type, i.e. a 

document belongs to only one document type.  

Document type should be a one level list. MetaShare comes out of the box with a suggestion of a set of 

document types. However, of course this varies from organization to organization. 
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Example of document type dimension:  

• Agreement 

• Employment agreement 

• Budget or forecast 

• Checklist 

• Invoice 

• Instruction 

• Supplier invoice 

• Manual 

• Product sheet 

• Plan 

• Protocol 

• Report / PM 

• etc. 

If you have any Office templates, you could easily add this to MetaShare in the template library and 

make an association which templates to use in relation to which document type. If you for example 

choose the document type “Protocol” and choose to create a new document, you will automatically get 

the corresponding template. 

4.1.2. Area (Meta folder, Chapter…) 

Instead of folders, we usually call this dimension Area. However, this can be called folder, chapter, process 

or whatever you prefer. Area specifies where the documents belong to and/or what you are working 

with.  

The next step will be to list a multi-level structure, much like the folders on the file server. Our suggestion 

is to have as few levels as possible, not more than three levels. 
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Example of Area dimension: 

• Management 

• Marketing 

o Brand 

o Events 

o Digital Media 

▪ YouTube 

▪ LinkedIn 

▪ Twitter 

• Sales 

• Production 

• Support 

• Finance 

o Accounting 

o Purchase ledger 

o Bank 

o Tax 

• HR 

• IT 

• etc. 

 

A major advantage of MetaShare compared to a regular file server is that you can specify whether a 

document should be searchable not only from one area but from several. In a folder structure, the 

document will always be physically saved and found in one single place. 

4.1.3. Additional metadata 

There are no limits on how many metadata fields you can use. Too many will probably be confusing for 

the user, therefore remember to add only relevant metadata, and your colleagues will easily find the 

documents. If you start easy as suggested, you will later when start working, find out what metadata are 

missing, and you may add those metadata fields later.  
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Here are some other metadata fields commonly used by other: 

• Keyword: Defines what the document is about 

• Company: Defines if the document is related to a specify company, customer, supplier etc. 

• Target group: Defines if the document is related to a certain group 

• Year: Defines if the document refers to a specific year 

• Period: Defines if the document refers to a specific time of the year, month, quarter, fiscal year 

etc. 

• Information security class: Defines if the document refers to a specific security class, public, 

internal, classified, strictly classified.  

4.1.4. Special cases of metadata 

You can also add metadata for specific cases, for example if you want to create a specific workspace for: 

• Agreements 

• Management systems 

• Finance 

• Human Resources 

• Management team 

• Board of directors 

• etc. 

5. Learn more about MetaShare 

• View demo: https://metashare.com/en/view-demo/ 

• Learn more: https://metashare.com/en/knowledgebank/ 

• MetaShare product site: https://www.metashare.com/ 
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